DEPARTMENT OF GENERAL SERVICES Schedule No. , .,

RECORDS MANAGEMENT DIVISION Page 1T of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE 9
Agency Division/Unit

TOWN OF BETTERTON ADMINISTRATION

Item Description Retention
No.

General Correspondence

Original incoming letters, copies of outgoing letters, memo- Screen annually and destroy the
randa, studies, reports, directives, policies and other materials material that is no longer
related to Town administration. needed for current business.
Retain permanently any mate-
rial that serves to document the
origin, development and ac-
complishments of the office.
Transfer periodically to the
Maryland State Archives.

Personnel Files

Personnel records for employees. Includes: medical records, Retain for three years after ter-
injury reports, disciplinary actions, commendations, promotions, mination date, then destroy.
awards, leave records, etc.

Minutes of Town Council Meetings Permanent. Transfer periodi-
cally to State Archives.

Minutes of Appointed Committees . Retain )
permanently and transfer peri-
odically to State Archives.

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representative.

Date R :[ &/ ﬁ Date \“ h‘\&ﬁ oq
Signature _M -
Annette M. Green SiQnature W\M

Town Clerk

Typed Name

Title

DGS 550-1




DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

| Schedule No

M~253

Page , of

Agency

Division/Unit

TOWN OF BETTERTON

ADMINISTRATION

item
No.

Description

Retention

Building Permits

_ Plans for residents and Town facilities.

Permanent. Transfer periodi-
cally to the State Archives.

Requests for Quotations. Invitations to Bid

This series contains the bid specifications, dmwmgs advertise-
ment and other associated documents.

Retain in office for five years
after contract completion or
until audit requirements have
been met, then destroy.

Insurance (Property, Vehicle and Health)

Documentation and correspondence relating to insurance for
property, vehicle and health coverage.

Screen annually and destroy
material having no further legal,
administrative, fiscal or opera-
tional value.

Insurance (Workers' Compensation)

Workers' Compensation Claims: contains incident reports, cor-
respondence, medical reports, invoices and medical authoriza-
tion forms

Retain until termination plus
three years, then destroy.

Deeds/ Agreements

. Deeds of property and agreements between the Town and

individuals/entities.

Permanent. Transfer periodi-
cally to the State Archives.

Annexations

Annexation Petitions with supporting and background
documents

Permanent. Transfer periodi-

DGS 550-1A

cally-to-the State-Archives——




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

'Schedule Noy_,s5 |

Page; of 4

(Continuation Sheet)
Agency Division/Unit
TOWN OF BETTERTON ADMINISTRATION
Item Description Retention
No.
11. Legislation

Charter, charter amendments, ordinances, and resolutions

Permanent. Transfer periodi-

adopted by the Council with supporting and background docu- cally to the State Archives.
ments, if any.
12. Town Code and Amendments
The Code, with amendments, contains the current local laws of Permanent. Transfer periodi-
the Town. cally to the State Archives.
13.
Legal Opinions and Litigation.

Written opinions rendered by the Town Attorney at the request
of the Mayor and litigation cases involving the Town.

Permanent. Transfer periodi-
cally to the State Archives.

Town Publications
14.

Town Journal, handbook, directories and various notices to the
press and general public regarding current events.

Permanent. Transfer
- periodically to the
. State Archives.

DGS §50-1A




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Scheduls (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE l o Z f

Jessup, Maryland 20794
410-796-1630

1. Departmont/Agency 2. Divislon
Town of Betterton Administration

4. Tite
General Correspondence

6. Record Sarles Description (Briefly describs the types of information/documents/forms found In the serfes. Include the purpose or funotion of the sarias.)

Original incoming letters, copies of outgoing letters, memoranda, studies, reports, directives,
policies and other materials related to Town administration

7. Record Sarles Format(s)  List all 8. Record Serles Saquence 3

. : §-P1 Drawer(s)
. O Microfilm Reel(s)
gﬁmn 3

Number

0 Computor Tape(s)

0. Other (specity),

10. Annual Accumutation

IH‘(Dli)

G Microfiim Resk(s)
L 3 O Computer Tape(s)

Number
0 Other (specify)

o o ] -

13. Current Location{s)  (Bidg., Fioor, Room) 14, s Rocord Series Duplicated Elsowhare? (If yes, spodfy agency or office.)

Town Hall %

15,  Acoess Restrictions {if Yes, cito Lew{s) & Reguiation{s) Audlt Roquiremants

O Yes u/ Q«ﬂ{ 0 State

17.  is an Index System used? If yas, explain brisfly and describe roquirements 18.  Rocommendod Retantion

o ve v 3 oWy .

10. Name and Title of Proparer 20. Telaphons Number 21.

Dats
Annette M.Green, Clerk-Treasurer | 410/348-5522 | ‘9"/9"7 / 2-63 2

DS 6504 (Rev. 183)




Jessup, Maryland 20794
410-760-1630

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

mas_‘;«_m'_/_i

1. Dapariment/Agsncy 2. Division

Town of Betterton

Administration

3. Unit

Minutes of Town Council Meetings

Minutes of Town Council Meetings

8. Record Sarles Oescription (Briefly describe the types of information/doouments/forms found In the series. tncdude the purpose or function of the swrtes.)

7. Record Series Format(s)  List all

8. Record Series Sequsnce 9. Volums
VG{ Orawor(s)
Ir/ O Microfiim Reel(s)
Sirn O Microfim D Alphsbetion
_,‘_ O Computer Tapa(s)
O Logal Size O Computer Tape O Numerical Number
D. Other )
0 Audlo Tepe 0 Floppy Dfsk Vﬂuw
© Bound Book 0Video Tape O Geographical 10. Annual Accumiation
Drawer(s)
DOther(specty) O Other (spacity)
O Microfim Reok(s)
° QO O Computer Tape(s)
Number
0 Other (specity)
11.  Flots Used 12 Fle Becomes inective After
0 Daly 01 Waekly aonmiy 0 Annually J_ O Month(s) aarte)
Number
13. Current Locstion(s)  (Bidg., Floor, Room) 14. s Record Sertee Duplicated Elsawhera? (Hf yes, specify agency or office.)
Town Hall 0 Yes B
18 Acooss Restrictions (If Yes, oite Law(s) & Reguiation(s) 18 Audil Requiremonts
0 Yes oNE D None 4 O Federal O Independent
1. Is an index System used? if yes, expliain brioBly and describe requirements 18.  Recommended Retention
O Yes ﬁ"( 9
10. Name and Tile of Preparer 20. Telaphona Number 21. Date
~ 2/27 / Q009
Annette M. Green, Clerk-Treasure 410/348-5522 /

DGS 550-4 (Rov. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-790-1630

with Records Retention Schedule (DGS 550-1)

3 o 1F

2. Division

1. Depariment/Agsncy
Administration

Town of Betterton

DEEINITION - REGORD SERIES: A group of related records normally filed and usad as a unk for refere
4, Rucord Series THe . ‘ 8. Eartiont YoariLutest Your
Personnel Files

6. Record Series Description (Briefly describe the types of information/documents/forms found in the sertes. Indlude the purpose or function of tho sarles.)

Personnel records for employees. Includes: medical records, injury reports, disciplinary actions,
commendations, promotions, awards, leave records, etc.

8. Rocord Series Sequence

pﬂ‘ﬁwﬂ)

O Microfiim Reel{s)

7. Racord Saries Format(s) List el

PR

Number

O Computer Tape(s)

" O Other

10. Annuat Accumutation
. )

0 Microfim Reek(s)
.50

Number

0 Computer Tape(s)

D Other (spectly)

.’6(.)

14. Is Racord Sertse Duplicated Elsewhera? (If yes, spacify agency or office.)

13, Cument Location(s)  (Bldg., Floor, Room)

Town Hall

Yes

Aocess Restictions (if Yes, cite Lew(s) & Raguiation{s)

e

0 Yes

Is an index Systam used? If yes, expiaj briofly and describe requirements
0 Yes M/

18.  Recommendad Retention

Thaee of x4

s | 337/

10. Name and Titte of Preparer

Annette M.Green, Clerk-Treasurer 410/348-5522

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a saparate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,

each new or revisad record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE f o _Lt
Jessup, Maryland 20794
410-786-1830 )

1. Department/Agsncy 2. DmMsion .
Town of Betterton Administration

" DEFINITION - RIES: A group of related records nomally filed and tsed as a unit for reference as well as retention and disposition
4. Record Garies s ' B. Eartiest Yoar/Latos! Yoar

Minutes of Appointed Committees : /992 2009

8. Rucord Sorles Description (Briefly dascsibe the types of infarmation/docurnents/forms found In the series. Intiude the purpese or function of the seros.)

Minutes of Appointed Committees

7. Racord Sarios Format(s)  List af
nddwa(-)

0O Microfilm Reel(s)

Q 0 Computer Tape(s)
Number
a. Other

10. Annual Mwm;:/
Drawer(s)

D Microfitm Reeks)

_'E O Computer Tapels) .

Number
O Other (specly)

1. FlolsUsed

o Dy ‘ lm( 0 Annuatly - — Vw(/

13. Current Locstion{s)  (Bidg., Floor, Room) 14. s Record Sartes Dupiicatod Elsewhers? (If yes, specify agency or office.)

Town Hall o Y o4

Access Restictions (if Yes, oite Lew(s) & Rogulation(s) Audlt Requiremants

wetn

0 Yos o

Is an Index System used? If yas, expiain and describe requirements Recommended Retantion
o Yo /"" "p 'y Ef

19. Name and Title of Preparer

Annette M.Green, Clerk-Treasurer] 410/348-5 522

DGS 6504 (Rev. 1/83)



http://ljitUii.aBuii7duuiiiMiuVtu.na

\ -

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AQENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION _
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE :) o I 1‘
Jessup, Maryland 20794 _ .
410-798-1830
1. Departmont/Agency 2. Dvision 3. Unit
Town of Betterton Administration

Building Permits ‘ . /1&1»—2909

8. Rocord Sarles Description (Briefly describe tha fypes of information/tocuments/forms found In the series. Intiude the purpose or finction of the series.)

Plans and permits for residents and Town facilities.

7. Rocord Series Format(s) List all 8. Record Series Sequance 8. Volums
. . Vﬁ Drawer(s)

o Microfim Reel(s)

wéarsm . tMorofim O Aphsbetical '4

3 v G Computer Tapo(s)
')«4&: 0 Computor Tape . O Numerca! Numbor -
o Other
0 Audlo Tepo 0 Fioppy Disk de
O Bound Book 0 Video Tepe O Geographical 10, Annual Accumuiation
Drawer(s)
DOther(spedify) ____ O Othor (specity)

O Microfim Reeks)

s

hd 0 Computer Tape(s)
Number
O OCther (speclty)
11.  FleisUsed 12 Fle Bocomes Inactive Aftar
wﬁ{ 0 Woekly © Monthly Q Annuatly & o BvSTr(s)
Number
13 Current Looation{s}  (Bidg., Floor, Room) 14, Is Rocord Series Duplicated Eisewhers? (If yes, spodify agancy or office.)
o Ye D’f
Town Hall
15 Access Restrictions (if Yes, cite Law(s) & Raguiation(s) 16.  Audlt Requirements
0 Yes ;yﬂo/ oA 0 State D Federal 0 Indapendent
17.  Is an index System ussd? If yas, explain briefly and describe requirements. 18.  Recommended Rotention
O Yes (V( \/{

10. lentlﬂﬂoqm 20. Telaphona Number 21. Date

Annette M.Green, Clerk-Treasurer 410/348-5522

D@S 650-4 (Rev. 1/83)



each new or revised record series. Forward
with Records Retention Schedule {DGS 560-1)

Instructions ~Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-790-1830

AGENCY RECORDS INVENTORY

A, 3

1. Dapartmont/Agency
Town of Betterton

2. Division

Administration

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for referance as well as retention and dis sifion
4, Record Suiu The : 8. Earfiost Yoar/Latest Year

/9%, 2009

6. Record Saries Description (Briefly describe the types of infarmation/documenta/forms found In the series. Indude the purpose or function of the aartos.)

Requests for Quotations. Invitations to Bid

This series contains the bid specifications, drawings, advertisement and other associated documents.

At

0O Microfiim Reol(s)

7. Record Sarlos Format(s)  List el 8. Record Serios Sequanoce 8. Volume

ol o 2

Number

O Computer Tape(s)

D Other (specity)

10. Annual Accumutation

D—F( Drower(s)

3 o D Microfiim Reeks)

Number

0 Computer Tape(s)

D Other (specity)

iy o

13. Curment Looation(s) {Bidg., Floar, Room)
Town Hall

Q’(w(l)

14, s Record Saries Duplicatod Elsgwhera? (If yes, spedify agency or offica.)

oo

O Yes

18 Access Restrictions (If Yes, cite Law(s) & Reguition(s)

O Yes o

17. s an Index Systsm ussd? If yes, explain briafly and dascribe roquirements

4

Fore wpows .

20. Telephone Number 21,

19. Name and Titie of Preparer

Annette M.Green, Clerk-Treasurer 410/348-5522

) 2/a7/ m‘?

DGS 5504 (Rav. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retentlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE Z oF [ f

Jessup, Maryland 20794
410-768-1830

1. Departmont/Agency 2. Dision
Town of Betterton Administration

NI - SERIES: A group of related records nomally fied and used as a unit Jof reference as well as retention and disposition
4. Record Saries Tho : 5. Esrtiest YearfLatost Yoer

Insurance (Property, Vehicle and Health) / _9_7__,,__3?_0'9 7

8. Racord Serles Description (Briefly dascribe the types of information/documentsa/forms found (n the sories. Indude the purpose or function of the sertes.)

Documentation and correspondence relating to insurance for property, vehicle and health coverage.

7. Rocord Sarlos Format(s)  List afl 8. Rocord Series Sequenos
. } Mmﬂ)

O Microfim Reol(s)

\d@ﬂn , : O Aphsbeticl 2
: 0 Computor Tapa(s)
Size

b Numertcal Number
. 0 Other
0 Audlo Taps hronologioal

0 Bound Book ’ O Geographical 10. Annwal Accurmutation

H(Dmvn(l)

0 Microfim Reol(s)

.30

Number

0 Computer Tape(s)

O Other (speciy)

Flle Becomes Inactive After

oecory __l_ O Monthe) MJ

Number

13. Cumrent Location{s)  (Bidg., Floor, Room) 14, Is Racord Series Duplicatad Elsawhors? (!f yes, spedify agancy or office.)

Town Hall 0 Y Qg0

Access Restrictions (if Yes, cito Law(s) & Raguistion(s)

0 Yes u/ et

In an index Systsm used? i yes, explain briefly and describe roquiramonts 18.  Recommended Retention

O Yoo v«o/ S

1. Name and Title of Preparar 20. Telaphone Number

Annette M.Green, Clerk-Treasurer | 410/348-5522 - o {QD / 1529

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
" 7275 Waterloo Road, P.O. Box 275
Jassup, Maryland 20794

AGENCY RECORDS INVENTORY

e o 1t

4. Rocord Saries Tits

Insurance (Workers' Compensation)

410-760-1830
1. Department/Agancy 2. Division 3. Unit
Town of Betterton Administration
iNITION - R SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

5. Earliest Yoer/Lates! Yoar

/990, A% ¥

8. Record Saries Description (Briefly describe the types of information/documents/forms found In the sartes. indude the purpose or function of the series.)

Workers' Compensation Claims: contains incident reports, correspondence, medical reports,
invoices and medical authorization forms

7. Record Serles Format(s) List all 8. Record Series Sequence 9. Vokme .
. pf(mm-)
O Microfim Reok(s)
t;zﬁz-sm OMorofim O Abphsbetcal a
— O Computer Tape(s)
Stz 0O Computer Tape a Numesical Number
O Other
0 Audio Tepe 0 Foppy Disk .Ac/muuw
0 Bound Book 0Video Tape 0 Geographical 10. Annual Accurmulation
wm/umu(.)
GOthar(opedty) Q Other (spacify)
D Microfiim Reoks)
h 0 Computer Tape(s)
Number
G Other (epecity)
1. FlolsUsed 12 Flo Becomes Inactive After
0 Dally 0 Woekly O Monthly fually ___J__ O Month(s) V’()
Number
13. Curvent Locstion(s)  (Bidg., Floor, Room) 14, Is Recont Series Duplicated Elsgwhere? (If yes, spedify agency or offica.)
Town Hall o e —to
18, Accsss Restrictions (If Yes, cie Lew(s) & Raguistion(s) 18.  Audd Requirsmants
O Yes o O Nons ps( D Federal O indepondent
17.  isan indax Systam used? If yes, explain briefly and descrbe roquirements 18. Recommended Retention
o v ¢ Rt 3 Yo fe
i0. Name and Tite of Preparer 20. Telaphone Number 21. Dats
Annette M.Green, Clerk-Treasurer 410/348-5522 oL / 8“7 / 340 ?

DGS 6504 (Rev. 1/83)




Instructions ~-Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-780-1930

AGENCY RECORDS INVENTORY

1. Department/Agsncy
Town of Betterton

2. Divislon
Administration

3. Unit

Deeds/Agreements

8. Racord Serles Description (Briefly the types of

Deeds of property and agreements between the Town and individuals/entities.

found In the series. Indude the purpose or function of the sarias.)

7. Racord Saries Format(s) Listal

Annette M.Green, Clerk-Treasurer

8. Record Series Saquence 9. Volume
. M‘ Drawer(s)
O Microfiim Reel{s)
b@sla aMaorofim \94“” f i
0 Computor Tapa(s)
Size 0 Computer Tape y(w Number
0 Other
0 Audio Tape 0 Floppy Disk me
0 Bound Book OVideo Tape 0 Geographical 10. Annual Acoumutation
e —
OOther(specity)______ 0O Other (spacify)
O Microfilm ResKs)
. ‘o
G Computer Tape(s)
Number .
G Ofher (specify)
11.  Flols Usad 12 File Bacomes Inactive After
D Dally 0 Woekdy gda/nw O Armually _L_ O Month(s) OM¥Bar(s)
. . Nurmber
13. Cument Location(s)  (Bldg., Floor, Room) 14, s Record Saries Duplicatad Elsowhera? (If yes, specdify agency or offics.)
Town Hall
O Yes £ o
15 Access Restrictions (If Yes, cite Law(s) & Reguiation(s) 18.  Audit Requirements
O Yes gaw/ O Nome oSG O Federal O Indepandent
17. s anindex Systam used? If yes, expiain briafly and dascribe requirements 18.  Recommended Retantion
o v \/P
W‘
10. Nmmm-qam 20. Tataphans Number 21. Dato

410/348-5522

DGS 6504 (Rav. 1/83)



Instructions -Type or Print a separate form for
each new or revised record serles. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE /@

.1t

4. Record Series Thie

Annexations

410-790-1930
1. DepartmentiAgency 2 Diision 3. um
Town of Betterton Administration
DEFINITION - RECORD SERIES: A group of related records normally {iled and used as a unft Tor referance as well as rewnton and disposiion

8. Eartiosi Yoar/Latost Year

/98. 2009

6. Racord Series Description (Briofly describe the types of information/documents/fonms found In the series. indudo the purpose or function of the saries.)

Annexation Petitions with supporting and background documents

7. Racord Sarios Format(s) List all

Annette M.Green, Clerk-Treasurer

8. Record Saries Sequonce 9. Volume
h}ﬁm(u)
DO Microfiim Roeoi(s)
/e Strn QMgcrofim O Aphabetical I
O Computer Tapals)
Mu 0 Computor Tape .0 Numerisal Number
0. Other (spucity).
0 Audi Tape 0 Fioppy Disk Vc@m
0 Bound Book 0 Video Tape 0 Geagraphical 10. Annual Accumtation
Orawor(s)
OOther(spedty) O Ofher (spscity)
D Microfim Reek(s)
: 3 O Computer Tape(s)
Number
0 Other (speclty)
11, FlotaUsed 12 Fle Bacomes inactve After
0 Oslly 0 Weekly 0 Monthty th _l_ O Month(s) i)
Number
13. Current Looation(s)  (Bidg., Fioor, Room) 14. s Record Serias Duplicated Elsowhera? (if yes, specify agency or office.)
o Yes o
Town Hall
15 Acceas Restrictions (if Yes, cito Law(s) & Roguiation(s) 16.  Audi Requirements
O Yes Mo/ O None vGm O Fedem O independent
17.  ts an Index Systsm used? If yes, expiain briafly and describe requirements 18.  Resommendad Raterntion
O Yes ng/ W
19. Name and Titie of Preparer 20. Telaphona Number 21, Date

410/348-5522

&/&7/9;)23?

DGS 6504 (Rav. 1/83)



Instructions ~Type or Print a ssparate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 560-1) 7275 Waterioo Road, P.O. Box 275 orE /[ or &_
Jessup, Maryland 20784 '
410-790-1630
1. 2. DMvision . . . 3. Unit
*T'oWnR of Betterton Administration
| - ] RIES; A group of related records normal Tiled and used as a unit for relerence as weil as retention a
4. Record Saries Tt 8. Esrfiest Yeur/Latest Year
Legislation [ 90k._2009
ammmmmmmummmmm Includs the purpose or function of the saries.)
Charter, charter amendments, ordinances, and resolutions adopted by the Council with supporting
and background documents, if any.
7. Racord Serles Format(s) LH‘. 8. Racord Seriss Sequence 9. Volurns
. Drawer(s)
0 Miorofim Resi(s)
wﬁr : O Microfim O Aphsbstcsl ; !
0 Computer Tape(s)
Strs O Computer Tape O Numerios! Number
D Oher{especty)______________
0 Autio Tepe 0 Foppy Diek /g,e@u .
0 Bound Book @ Video Tape 0 Geographical 10. Annual Accumulafion .
B Brawert)
OO®or (specity) O Other (spectty)
D Microfim Resks)
'2 0 Camputsr Tape(s)
Number
O Other (speclly)
1. FRabUsed 12.  Fis Becomss insclive After
0 Dsity 0 Weskly O Monthly ‘K _I__ 0 Monts) ()
Number
13, Curment Looafion(s)  (Bidg., Floor, Room) 14, s Record Series Duplicatsd Eisswhere? (If yes, specify agancy or offics.)
Town Hall o Y e
18 Aoccess Resfrictions (If Yas, cite Law(s) & Regulaion(s) 168 Audk Recuirernents
0 Yo :w/ o Nom W0 o Fedew 0 indspandant
47. i en index Systiam ussd? if yes, expiain briefly and descrbe requiremerns 13 wm
0 Yes V/
19 Nmmﬂl.dw 20. Telaphone Number 21,

Annette M.Green, Clerk-Treasurer

410/348-5522

0GS 6504 (Rov. 1/93)




AGENCY RECORDS INVENTORY

Instructions —Typa or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEM_ENT DIVISION
with Records Retention Schedule (DGS 560-1) 7275 Waterloo Road, P.O. Box 275

Jossup, Maryland 20764
410-780-1030

" Peefown of Betterton °M* Administration

Town Code and Amendments

8. Record Saries Description (Briefly dsscribe the types of imformation/documern ts/forms found (n the sertes. Include the purpose or function of the sarles.)

The Code, with amendments, contains the current local laws of the Town. |

7. Record Series Format(s) Listall 5
. V‘Ml)

0 Miorolim Reeks)
p‘m O Aphsbetosl 5
. . . . O Computsr Tepe(s)

o N Number
‘y/ O Oher(wectty
Chronotogicsl :

0 Geographicsl 10. Annual Acotaatation

V{Ml) '

0 Microfim Rasks)

: | G ComputwTepels)
Number
O Other (specify)

Fle Becomes inastive After

1 o’

Number

13. Current Location(s)  (Bidg., Floor, Room) . 14. Is Record Sertss Duplicated Elsswhars? (!f yes, specify agency or office.)

Town Hall ' o Yo "

18  Access Res¥rictions (if Yes, cite Lew(s) & Ragulaion(s) 168.  Audi Raquivernents

ave v o

. Ia an indax Systam ussd? If yes, expisin brielly and descrbe requirements

o Yes o

16. Name and TiSe of Preperer

Annette M.Green, Clerk-Treasurer | 410/348-5522

DGS 5504 (Rav. 183)




instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

sach new or revised record serles. Forward ' RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20784
410-790-1630

" e Fown of Betterton °M" Administration

4. Record Series Tis

Town Publications

8. Rwcord Serles Descripion (Brisfly dascribe the types of informafion/documents/forms found in the seriss. mhmumtﬂhu‘-)

Town Journal, handbook, directories and various notices to the press and géneral public regarding
current events.

7. Racord Series Format(s) Lixt sl .
. V‘Ml)

0 Miorofitm Resi(s)

v Caar Size
Mm‘ Nl.&z_w_ 0 Computer Tape(s)

0OOhe(pectty)

10. Al Accurruistion " .
Drawer(s)
O Microfiim Resi(s)

__l_ O Computer Tape(s)

Nusmber

0 Other (speclly)

_L___ prm

Number

13. Curment Location(s)  (Bidg., Foor, Room) 14. s Record Serfes Duplicatad Elsswhers? (Y yss, specify agancy or offics.)

Town Ha]l 0 Yem b

18, Aocess Reetrictions (if Yes, ciie Lew(s) & Regulation(s)

0 Yes Mao/

17. s an indax Systam ussd? If yes, explain briefly and describe requirements

0 Yes

10. Name and Tife of Preperer - 20. Telaphone Number ’ 21

. Date
Annette M.Green, Clerk-Treasurer | 410/348-5522 0({ / 27 / 00 ?

DGS 5504 (Rev. 18%)




instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
. Jessup, Maryland 20784
410-700-1630

! owep Wi of Betterton M Administration

Legal Opinions and Litigation.

uwmw(mmmmummmmmm Indluds the purposs or function of the saries.)

Written opinions rendered by the Town Attorney at the request of the Mayor and litigation cases
involving the Town.

7. Racord Swries Format(s) Listalt
. Orawer(s)

Am -l— 0 Miorofm Resk(s)

0 Computer Tape(s)
O Laget Size Number
O Oher{speclty)_____

10. Annual Accumuiation -
O Fie Orawer(s)

O Microfim Rask(s)

10

O Computer Tape(s)
Number
O Cther (speclty)

cu4 0 Annuslly _.I_ e

13 Current Location(s)  {Bidg., Floar, Room) 14, Is Record Sertes Duplicated Eisswhare? (!f yes, spediy agency or office.)

Town Hall . o Ym ot

18 Aocess Restrictions (if Yes, cite Law(s) & Raguiaion(s) 18.  Audil Requiremants

O Yoo g,n/ -r(

47, Is an indax System used? If yes, expiain briefy and describe requirements

o Yes nudo/

10, Name and Tie of Praperer 20, Tolaphone Nurmber

Annette M.Green, Clerk-Treasurer 410/348-5522

i
DGS 5504 (Rav. 183)




